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Introduction to the ND Grants

Welcome to the ND Grants Management System (ND Grants). ND Grants provides many features
to help manage applications more efficiently, and includes system has functionality for:

A Grant application

A Award acceptance

A Amendments

A Performance Reporting

Future releases will have additional system functionalities that will allow ND Grants to support the
entire grant lifecycle including functionality for award closeouts, sub-grant recipient functions, and
financial payments.

NOTE:

A The current release of ND Grants does not have functionality for sub-grant recipients. Only
primary grant recipients will be submitting applications and managing awards in ND
Grants.

User Guide Organization

This user guide will help all grant recipients manage applications and awards in ND Grants.
Though this user guide is primarily for grant recipients, it can also help Federal Emergency
Management Agency (FEMA) personnel understand the grant recipient functionality.

Questions?

For additional assistance using the ND Grants System, please contact the ND Grants Service
Desk at 1-800-865-4076 or NDGrants@fema.dhs.gov. For programmatic or grants management
guestions, please contact your Program Manager or Grants Specialist.

ND GRANTS Service Desk

Monday i Friday | 9:00 a.m. i 6:00 p.m. EDT | 1-800-865-4076 | NDGrants@fema.dhs.qov

Last Updated: January 8, 2019
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Registration and Login

Creating an ND Grants Account

To access the ND Grants system, you must first register an account. Registration can be
completed within the FEMA portal at https://portal.fema.gov. After the registration process is
complete, your User ID and password will be used to log into ND Grants.

NOTE:

A If you have already registered but forgot your User ID or password, click on the Forgot
Password? or the Forgot ID? buttons for assistance

A If you need additional assistance resetting your password, contact the FEMA Enterprise
Service Desk at 1-877-611-4700

Step 1
From the FEMA Login page, click the New Non-PIV User? button

Figure 1. Click the New Non-PIV User? button on the FEMA Login page

OUR MISSION
To reduce [oss of e and propedy and predect cur nation's enitical infrastruchure froen all types of hazards through &
comprehensive, isk-tased, emergency management program of miligation, prepanedness, response and recoveny

Espaiiol English

United States Govemmant

* denotes required fald
U] —
Passwor: [

[ Login ] Reset ]
Session expires in Wity minutes for this appicaion

Please insen your FEMA, PV cerd
inibo your z=mart card reader bafore
atiempling iologn, then press the
PV eard image.

Johin Doe

Last Updated: January 8, 2019
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If necessary, enter the characters appearing above the text box on the Image Verification page
and click the Submit button

Figure 2. Enter the characters and click the Submit button

pnot v i

Please type the characters appearing in the picture:

Note: You can try no more than thres Smas. This is your first iry.

hatled

[hed %]
[ o [ — —

On the Personal Information page, complete all required fields (*). Then click the Submit button

Figure 3. Enter all user information and click the Submit button

* denetes required field
PERSONAL INFORMATION
Title *
First Name * | |
Last Name * | |
LOGIN INFORMATION

*fou will nesd to save your user ID and passwerd, it will be required each time you legen to the system.
Flzass note thiat user 10 is converted fo all lowercase characters.

UserlD *[ | minimum length is 7, maximum length is 14, cannat contain ", space character, ', %

ADDRESS

Street * | |
City * | |
State *
ZipCode * [ |fommatis 01234, 01234-5675
ADDITIONAL ADDRESS
Street [ |
City | |
State Abbreviation

ZipCode [ |fonmatis D1234, 01234-5675

Last Updated: January 8, 2019
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Create a password and then click the Submit button. The password must be 8-14 characters long

and cannot contain any special characters. Your password will be required to access ND Grants
every time

Figure 4. Create a password on the Create Password page and click the Submit button
CREATE PASSWORD

Password: IIII-IIIIII I Paszword Sirongest

rnimimum lsngth is 8, maxinmum length is 14, cannct contain *,

gpace character, ', #

Confirm Password: [ssssessssas |

User ID: |lestingtast123 |

rinimum lsngth is 7, meximum length is 14, cannct contain *,

zpace character, |, #

You will need to save your user 1D and password, it will be required each time you logon to
the system.

Please note that user |D is converted to all lowercase characters.

 —T— R T —

Step 5

Your account is registered at this time; however, you must request access to ND Grants. To
reqguest access, click the Click here to request new privileges button

Figure 5. Click the Click here to request new privileges button on the Congratulations page

Congratulations! Your account is registered.,

| Acxozsibilty | StoHelp| S Indec| FEMA Conlpct | FEMA Home | Logout

Last Updated: January 8, 2019
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Scroll down and click the Request Access button next to the ND Grants icon

Figure 6. Click the Request Access button to access ND Grants

- Hazard Mitigation Disaster Workforce Internet Site
Request Access

Housing Portal External Application

. Disasber Assistance Center
Request Access

A
5

AL |

gi ﬁ
B
#

. National Disaster Housing Program Database [ntemet Site

Enter the ND Grants access code and click the Submit button. The ND Grants homepage will
appear, indicating that you successfully logged into ND Grants

Figure 7. Enter the ND Grants access ID on the Access ID page

Pleasa prowde vald scoass 1D in order 1o oblain aboess privilges bo the systam The Abcess ID B provided by the program anea spansoring Bis syslem.

————

) e

| Acosssbiity | Site telp | Sk Inex | PEMA Gortact | FEMA Home | Loouut
NOTE:

A If you are not participating in an in-person ND Grants training session, you can request
the access code by calling the ND Grants Service Desk at 1-800-865-4076 or by sending
an email to NDGrants@fema.dhs.gov

Last Updated: January 8, 2019
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Step 1

From the FEMA Login page, enter your user ID and password, and click the Login button

Figure 8. Enter your user ID and password and click the Login button

OUR MISSION

To reduce [oss of life and property and proteet our nation's entical infrastructure from all types of hazards through a
comprehensive, nisk-based, emergency managemsnt program of mifigation, preparedness, response and tecovery

Espafiol Enalish

* denotes required field

“Userip: [
“Password: [

United States Government

-,

John Doe
=
Sesgion expires in thifly minutes for this application
E' =
Forgot ID? Forgot Pwd? MNew Mon-BIv User? [ |
[ g ] rgof | [ NewHMo SE|USA—'
iy
Step 2

Pleasa insert your FEMA PIV card
into your smiart card reader before
sttempting to login, then press the
PV eard imzge.

From the dashboard, click the ND Grants icon to open the ND Grants homepage

Figure 9. Click the ND Grants icon

FEMA - DHS FEMA Enterprise Identity Management System

Version: 2.01.01.00 Server: dl':dzpsua?.fema‘td[.net

Available Applications [Huth lications | Inbox

Click here to request new privileges.

Last Updated: January 8, 2019
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Navigating ND Grants

Figure 10. The ND Grants homepage

Pending Tasks

Appilc oo

Aawed (e Arara ¥

Dropdowns: The ND Grants homepage has four dropdowns across the top of the screen i
Pending Tasks, Applications, Grants, and Administration. The dropdown menus are organized to
follow the tasks a grant recipient will complete throughout the grant life-cycle. Similar tasks are
grouped together.

A
A
A

A

The Pending Tasks dropdown contains a list of all the tasks pending in your queue

The Applications dropdown contains all functions related to managing and submitting
applications

The Grants dropdown contains all the functions related to post award management,
including amendments and performance progress reports

The Administration dropdown allows you to manage the organizations and contacts
associated with the organization

Pending Tasks: The individual grant recipient tasks are listed under each Task heading. The
number of awards awaiting action for the task is also displayed under each task heading

Last Updated: January 8, 2019
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Managing Organizations

To access any applications or awards, you must belong to the organization with which the
application or award is associated. An or gani zati on s e profiesithimdD a r eci
Grants, allowing users to create and manage awards and applications. FEMA requests that all
applicants provide their organizationf6s contact i

From the Administration dropdown, users can perform tasks for organizations to which they
belong. Specifically, users can manage organizations, request access to other organizations, view
other users with access to the same organizations, and review organization access requests.

Users that do not currently belong to an organization must request access to the appropriate
organization. Only the Organization Administrator can approve the access requests submitted
buy users. The Organization Administrator has the authority to update the organization
information and modify user privileges for the organization.

Viewing Organizations

Organizations you belong to will be listed on the Organization Administration page. If you belong
to an organization and are the Organization Administrator for that organization, you can add
contacts for the organization and additional system users of the organization.

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 11. Click the Organizations link under the Administration dropdown

ND Grants €D Pending Tosks ~ Admenistration v

Organizations

NOTE:

A You cannot access applications and awards if you do not belong to the organization with
which they are associated

10
Last Updated: January 8, 2019
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From the Organization Administration page, review your organizations

Figure 12. The Organization Administration page lists all organizations to which you belong

Organization Administration Create Organization
10 records per page Showing 1 to 10 of 87,027 entries Search: [ l

4 Legal Name + Address Action
0001 Organization AM2 555 Street , Test, Virginia, 22222

0001 Organization AMS 12005 N St , Washingten, District Of Colurnbia, 20020

001 Trbal Affairs of Virginia 3232 Cedar Lanes , Leemans, Virginia, 22550

002 Dam Maintenance 1 test rd , testville, Maryland, 20735

3.07 Organization AM1 123 Test St , Test, Virginia, 22222

Creating an Organization

When creating an organization, please note that:
A Organizations you belong to will be listed on the Organization Administration page

A Only the Organization Administrator can add contacts to the organization, update user
roles within the organization, and approve organization access requests

A The Organization Administrator will see the Update Organization icon in the Action
column on the Organization Administration page

A If you are not the Organization Administrator, you can view the organization details by
clicking on the Organization Legal Name link on the Organization Administration page

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 13. Click the Organizations link to open the Organization Administration page

ND Grants €D Pending Tosks ~ Applications « Grants ~ Administration v

Organizations

11
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Click the Create Organization button in the upper right corner of the page
Figure 14. Click the Create Organization button

Organization Administration

| 18 [] | reonts porpage Showing 1t 1o 67,07 enidies Searth |
& Legal Name Address Action
0001 Drganization AMZ 555 Street , Tesk, Virginla, 22222 =1
G001 Owganmzatson AMS 12005 M 5t. , Washington, District O Columbéa, 20020 |E
001 Tribal Affairs of Virginia 3232 Cedar Lanes , Leemans, Virginia, 22550 =]
002 Diam Mainkenance 1 test rd , testville, Maryland, 20725 |E
3,07 Drganization AM1 123 Test St , Test, Virginia, 22222 [

From the Create Organization page, enter all organization information and click the Save button

Figure 15. Complete all fields on the Create Organizationpage 6s Details and Contact

Create Organization

User Fisies Details

Cortacly y
Legal Hame | ]

|m Thit thould malth your Sa oo st count

Typa | Semech for Typ= ]1.

Diviaion Hame ]

Departmend Hame ]

Employer Ientification. | SO.0weseee
Number (EIN}

Iy b v 1ol EIN with
alb=d QigenizaSons, plasa
|iat thair legal namas: g

DUNSHumber | DUNS~4

This should malch your SALLgoy sseoum)

NOTE:

A After creating the organization, you will automatically become the Organization
Administrator

A An or g an ioatacts arenotdND Grants Management System users. Without an ND
Grants Management System account, individuals will not have system privileges

12
Last Updated: January 8, 2019
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Updating Organization Details

When updating an organization, please note that:

A If the organization has not submitted an application, all organization details will appear in
text boxes on the Update Organization page, and can be edited

A If the organization has submitted an application, only the physical and mailing addresses
can be updated

If there are pending tasks for the organization, saving your updates to the organization will prompt
a list of the pending tasks to appear at the top of the Update Organization page, and prevent you
from completing the update.

Step 1

Under the Administration dropdown, click the Organizations link to view the Organization
Administration page

Figure 16. Click the Organizations link to open the Organization Administration page

Pending Tasks Access Requests
Applicatian Grantee Organization
Amard Offer Review 41 Orpantzation Actess Raviews 1

Step 2

Click the Update Organization icon in the Action column

Figure 17. Click the Update Organization icon to begin updating organization details

Organization Administration ==
0[] | e per pags St 1151 of 1 eniries (Mered Bom 34,302 iotsl eniries) sunh[ e % ]
L Legel Hame Ackfrran Action
301, Drganiation AT 100 Main Street Miysscal Address Line 3 , Afmsben, Vegnia, 20153 E
13
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From the Update Organization page, update the organization address. Then click the Save button

Figure 18. Update the organization address as necessary and click the Save button

Update Organization

Wil Flas | Details

Contwty
Legel Rame 0001 Drganteion AMT
Typs  fiwa gresmrmanin
Diwinlzn Name Tawing [iviion
Dvparimerd Mame  Tewing Depadmens
Uepdoryper entScaton Kb 1oHSATER
Em
Obew (rganirafSoss that shae
s Ei
DUNS Harsber  1ZM5OTERIE11
Prysical Address Waling Addiess Bama an Phrysica ]
Hrking iE 5 Flsssant Sirest -| Aakirenn T Pisysant Sreat -|
Bakrenn § Pryak o Aseas Lina 2 | Addien d Maiire Address Lies 2 |
city diagian J Hr Angion J
sme | vigis ;|-| aste epes ;|-|
Courty | unTED ETATES ® |- | Coanwy | \#aTED STATES x |- |
F 2 Tipd = ] W52 F B
Corgressional Dakric | T = |-|

A The organization details cannot be edited if tasks are pending for any award. When saving
updates, a notification will appear at the top of the Update Organization page listing
pending tasks

A Pending actions that prevent changes to organization details include:
- applications pending submission or review
- amendments pending submission or review
- performance reports pending submission or review

14
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Figure 19. The Update Organization page will list all pending tasks and prevent updates to the

Update Organization

Details
User Roles Grant

Contacts
EMD-2016-RA-00004

Cancel Save EMS-2016-BG-00002

Details

Legal Name

Type

Division Name
Department Name

Employer Identification Number
(EIN)

Other Organizations that share
this EIN

DUNS Number

Congressional District

Physical Address

Funding Opportunity
FY 2016 Freight Rail Security Grant Program-PARS-Test

FY16 12c Intercity Bus Security Grant Program - Region X

organization

‘You cannot update the Organization Address while an Application is Pending Review. The following grants have Applications Pending Review:

Pending Action
Application [EMD-2016-RA-APP-00004]

Application [EMS-2016-BG-APP-00002]

1 EBT Corp

Small businesses

26-1376358

017143289

MD-05

11036 Livingston Road.
Ft. Washington, Maryland 20744-5035
UNITED STATES

Mailing Address 11036 Livingston Rd.
Ft. Washington, Maryland 20744-5035

UNITED STATES

The Update Grantee Organization Address page lists all active grants that will include the updated

address. Click the Confirm button

Figure 20. Click the Confirm button to complete the update

Update Grantee Crganization Address

Updating the Organization Address wil affect the following grants with aclive awards:

4 Grant

EMA-2015-CA-00013

Last Updated: January 8, 2019
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ND Grants User Roles

An Organization Administrator can assign and manage the roles within the organization. New
users can also request roles when requesting access to the organization. Once assigned a role,
users are granted specific privileges for the organization:

A ND Grants user roles define the userds respons
and grants. Users may have more than one role

A The roles assigned to a user for the organization are not the same roles that they are
assigned for an award. For example, a user with the Authorized Official role for the
organization may not have the Authorized Official role and permissions for a grant. Please
verify that you have the correct roles to complete your grants management tasks

A The Organization Administrator can change user roles by updating the User Roles section
on the Update Organization page. You can update the user roles for an award by
submitting an amendment requesting that the roles be updated

A Organizations should ensure that they have assigned as least two people with this role in
the event of personnel change

Table 1. The table describes each role and provides an overview of specific considerations

o o[ oo

Organization Responsible for approving A Whoever establishes the organization in
Administrator access requests, ND Grants automatically becomes the
adding/removing user roles, Organization Administrator
managing contacts
Authorized Manages the award throughout A Several users can be the Authorized
Official the grant lifecycle _ Official for an organization
(Organization) A To become the Authorized Official on a

grant, you must first have the Authorized
Official role for the organization

Authorized Manages the award throughout A The user who submits the grant
Official (Grant) the grant lifecycle application for the organization must
have the Authorized Official role for the

organization

A Only one user can be the Authorized
Official for a grant and grant application

A The Authorized Official has the authority
to sign and submit a grant application on
behalf of the Signatory Authority

A The Authorized Official can submit
amendments and performance progress
reports for the grant

16
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Signatory An organization user or contact, A The Signatory Authority does not require
Authority whose name appears on the ND Grants access, but must be listed as
application and other grants @ Organization Contact
management documents A While the Signatory

the application, the Authorized Official
signs the application

A Therole is assigned as part of the grant
application process

Grant Submits performance reports A The role is currently not activated,
Administrator and award functions for the preventing a user from editing
Organization applications or submitting progress
reports
Grant Writer Manages application details A N/A
before application submission
Financial A The role is currently not activated
Specialist

The ND Grants users can perform different tasks based on their roles.

Table 2. By assuming an ND Grants role, a user can perform one or more tasks

Task Orggnjzation Authpr_ized Qrgnt
Administrator Official Administrator
Submit an application in ND Grants X
Edit an application in ND Grants X X X X
Update Organization X
Approve access request X
Chang_e user privileges for an X
Organization
Input Project Funding data X X X
Submit Performance Reports X X
Accept Award Packages X
Sign Assurances & Certifications X
Submit Award Amendment X

17
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Requesting Organization Access

Once you have created an ND Grants user account, you must either request access to an existing
organization, or create a new organization. If the organization has already been created, you must
submit an Organization Access Regquest to access t

Under the Administrations dropdown, click the Request Organization Access link

Figure 21. Click the Request Organization Access link under the Administration dropdown

ND Grants 6 Pending Tasks « Applications v Grants v Administration «

Step 2

Find the organization to which you want to request access by clicking the dropdown and typing in
the name of the organization in the search bar

Figure 22. From the Request Access to Organization page, search for your organization

Request Access to Organization

o D
Crganization
[P [ —— -“
[ oo oy
18
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Select the roles you need for the organization by clicking the checkboxes next to each role. Then
click the Submit button

Figure 23. Click the Submit button once you have selected your roles on the Request Access to

Organization page
Caeel | Sme m D[‘g anization

‘Cngamizaticn OO lest-org % |= Q

Lagal Mamas D00 besloig

Employer entification Humber 11234067
[EIN}
DUNS Hurnber  Soacsce

Mailing Address 1iestrd
fiestvalle, BARRFIRREY SOFAS- e
UFITED STATES

Eaigting Rolas GGrantd Agmenistraior

Grand Witer
Financ kl Spedalist

Roles Requested

] o Admir [ awtrorizea oimcial
B @rants Administratar B @rantwriter
& Financial Specialist

Figure 24. The Update Organization Access Request page will feature a confirmation message
upon successful submission

Update Organization Access Request

Organization Organization access request successfully submitted
User Roles

Access Reguest

Organization

Cancel
Legal Name 000 test-org

Employer Identification Number  18-1234567
(EIN)

DUNS Number 9999995999
Mailing Address 1 testrd
testville, Maryland 20735-5999
UNITED STATES

Existing Roles  Grants Administrator
Grant Writer

Financial Specialist

19
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To view submitted Organization Access Requests, under the Administration dropdown click the
Review Organization Access Request link. Navigate to the Pending Access Requests tab and
click the View Organization Access Request icon

q\oﬂ Ug
# 76>

"7'?

Figure 25. Click the View Access Requests icon to view pending organization access requests

Organization Access Requests

Redew ACoess Requests Pending ACCess Reguests

10 TS i page Showing 1801 of 1 entries {ftered om 13 %otal entries) Search | oo = |
A Leqgal Hame Roles Requestecd Status Action
00 test-org Authorized Official, Financinl Specialist, Grant Writer, Grants Admiristrator Pending Review E

Forwarding Organization Access Requests

If the existing Organization Administrator is unavailable to approve the request, you can forward
the request to the Program Manager. The Program Manager can only approve an access request
that include the Organization Administration role but will approve the request if other roles are
included as well.

NOTE:

A Organizations should ensure that they have assigned as least two people with the
Organization Administrator role in the event of personnel change. If the Organization
Administrator is leaving the organization, they should designate additional Organization
Administrators if necessary before going so

Step 1

After submitting the organization access request, under the Administration dropdown, click the
Review Organization Access Requests link

Figure 26. Click the Review Organization Access Request link under the Administration dropdown

ND Grants o Pending Tesks Applications v Granis v Administration «

WelcgpsssssemmiGrants

Review Organizaton Access Requests J‘

20
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From the Organization Access Requests page, open the Pending Access Requests tab to view
all pending organization access requests you have submitted

Figure 27. Click the Pending Access Requests tab to view all pending requests

Organization Access Requests

| H.Nm-k:mmwml Perdirs Agcass Raguests I
records par page Steradng 1101 of 1 entries Seanh ]

* Drganization Mama

) Requestor Action
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Under the Action column next to the appropriate organization, click the Forward Organization
Access Request to Grantor icon

Figure 28. Click the Forward Organization Access Request to Grantor icon to open the Forward
Organization Access Request page
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Complete all fields on the Forward Organization Access Request page. Enter the Fiscal Year and

Funding Opportunity your organization has applied for and enter why you are requesting the
Organization Administrator role. Then click the Submit button

Figure 29. Click the Submit button on the Forward Organization Access Request page to forward
the request to a program manager
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Figure 30. The Forward Organization Access Request page, featuring a confirmation message

NOTE:

A After forwarding the request, reach out to your program manager so that they are aware
of the pending request
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